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1. General Information

The payments process is the process by which:

e A Program Participant (PP) submits a cash payment request for an agreement, and
e The Food Assistance Division (FAD) processes the payment request

Notice that once a cash request is approved by FAD, a FAD staff person must interact with the FAS
financial system to initiate the payment to the PP; the process of interacting with the financial system is
outside the scope of this user manual. Notice also that other payment requests, such as those initiated
by a Freight Forwarder for transportation, are handled directly by another system and are outside the
scope of this user manual. Finally, this user manual only focuses on the details of the payment process
as performed by the Program Participant organization, and we describe the FAD payment handling in
another volume.

1.1 Access
The payment functionality is available to all PP user roles.
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2. Payment Workflow and User Interface
Before describing the payment user interface and workflow for the Program Participant, we present in

Figure 1 a diagram depicting the entire workflow of the payment process in order to provide the reader

with the full context of the payment process.

FAD

1
Enter Enter Enter
Approved WBSCM Paid
Amount Request Amount

Create /Edit

Payment Request
(with applicable activities)

Process
Request

Submit Reject

Request Modification

Figure 1 - Payment Workflow.

The Payment workflow in Figure 1 is described as follows:

e The PP initiates a cash payment request for a certain agreement. The request specifies:

>
>

The FAD person that handles the payment request

For Private Voluntary Organizations (PVO): The project activities for which cash payment is
requested and the amount requested for each of the activities. Notice that the list of
activities will be populated by the FAIS application and the PVO user must select one or
more activities from the full list.

For World Food Programme: The list of active agreements. The WFP user must select the
agreements for which cash payment is requested and the amount requested for each of the
agreements.

e The person designated as the FAD payment handler processes the payment request. The

possible actions are:

>

>

Reject: FAD rejects the payment request. FAD may insert comments explaining the reason
for rejecting the payment request.

Request Modification: FAD inserts comments and sends it back to the PP. The PP person
may edit the payment request and submits it again.

Approve: FAD approves the payment request. The FAD person then interacts with other
external systems to initiate payment.
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2.1. Payment User Interface

The following sections describe the details of the payment workflow. Please notice that the following
workflow is also integrated with an Alert System that will alert users when an action is taken that
requires their attention.

The PP user creates a cash payment request by clicking on the Payment sublink from the Agreement top
menu toolbar. The user may select any of the available values from the Search Criteria section to
narrow down the list of payments. The user should click on the link Create New Payment Request to
create a new payment request. Thisis shown in Figure 2.

@ Payment Request List
<« C A nups: //fas-dev.felsystems.com /o

USDA United States Department of Agriculture

Food Ald Information System
(QA)

You are here : Home > Agreement > Payment
Payment Request List

INSTRUC TIONS
Search Criteria
Organization [SigPe + |

Agreemert # | ALL
Invoice Ratsed Year [2011 >)

Status | ALL

Search |

List of Paym

t Requests

6 StgPp dsds POR-AUCK- o8/18/2011 o8/18/2011 S2%h Submitted o, mary

2012/000-00 Reimbursement to FAD
QA tasting cash FGR-AUCK- Cash Submitted
7 swep reimbursement > A 08/19/2011  08/19/2011 Summary
T e R 2012/000-00 Reimbursement to FAD
FGR-AUCK-
Cash Submitted
45 StgPP kikjasd 2012/000-00- |09/13/2011 |09/13/2011 |goinbursement |to PAD Summary
FGR-AUCK- Submitted
s Summary
46 StgPP test B 012/000.00 09/13/2011 09/13/2011  Cash Advance  SURIT
FGR-AUCK- Submitted
Surmary
47 StoPP asdfdas 5012/000.00 09/13/2011 | 09/13/2011 |Cash Advance  EupIT
Payment for Activitios a, b, FGR-AUCK- Cash Submitted
S| Summary
S8 | Shore and © 2012/000-00 | 99/14/2011 (09/18/2011 | g inbursement to FAD =
|Showing 1 to 6 of 6 entries Filter all columns: |
EAS HMomae | UERAgoy | USAgoy | White Mouse | EQIA | Accesubility Statement | Bovasy Policy | Non-DRizcriminati oL

Figure 2 - PP User Creates a New Payment Request.

2.1.1. PVO User Interface

Create New WFP Payment Request

If the PP user is recognized by the system as a PVO user, the screen shown in Figure 3 is displayed.

e Organization Name: The organization to which the PVO user belongs is populated by the FAIS
application.

e Payment Status: Since the payment is being created or edited by the PVO user, a status of “In
Progress” is assigned to the payment request.

e Payment Type: The user selects either Cash Reimbursement or Cash Advance.

o Payment Title: The user assigns a title (name) to the request.
¢ Invoice Raised Date: The date when the invoice was created.
e Agreement: The user selects the agreement from the list of active agreements.
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e PP Owner: The userid who creates the report is populated by the FAIS application.
e FAD Owner: The PP user selected the FAD Accounts person to handle this payment request.
e Payment Description: The PP user may enter a request description.

() Create PVO Payment Requ

L > C M & https//fais-dev.feisystems.com/q

USDA United States Department of Agriculture
ﬁ Food Aid Information System
(Qa)

You are here : Home > Agresment > Payment > Create PVO Payment Request Welcome ppuserldirl [ Log Off ]
Create PVO Payment Request

INSTRUCTIONS

Basic Information

Organization Name |StoPP l Cash Reimbursement or Advance
Payment Status |In Progress .

Payment Ttle |Tasks a,candd
nvoice Raised Date 1 i ‘ Select Agreement

Agresment | FGR-AUCK-2012/000-00 |~ =&
PP Owner PPUser1Dir1 FAS

l Select FAD person to process payment

FAD Owner

Payment Description |I can write additional notes/details here

EAS Home | WSDAgov | USAgov | White House | EQIA | Accessibility Statement | Privacy Policy | Nen-Discrier

Figure 3 - Create New PVO Payment Request.

Edit PVO Payment Details

When the PP user saves the payment request initiation page shown in Figure 3, the PVO user is
presented with the screen shown in Figure 4 below. In this screen, the user is presented with a list of all
agreement activities.

e The user selects the activities to which this request applies by marking the checkboxes for these
activities.

e The user enters the amount requested for each activity in the Requested Amt ($) field.

o The user may enter a comment for any selected entry.

e The user saves the payment details by clicking the Save button.
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() Edit PVO Payment Request

<« C M 0O nttps//fais-dev.feisystems.com

USDA United States Department of Agriculture
= Food Aid Information System
-,

m You are here : Home > Agreement > Payment > Edit PVO Payment Request Detail welcome ppuseridirl [ Log Off ]
Alerts Edit PVO Payment Request Details

D: 49

Organization: StgPP

Type: Cash Reimbursement
Status: In Progress

Thtie: Tasks 8, cand d Summary Edit PVO Payment Edit PVO Payment Detail Attachments
Agreement #: FGR-AUCK-
2012/000-00

Data Navigation PVO Payment Details

INSTRUCTIONS

°
°
°
°
°
°

Commentsif desired

© PVO Payment Summary
o PVO Payment History

See budget attachment for line

Administration items included

Indicate the FFPr-Conduct economic client See attached budget
7 assessment

agreement

activities for FFPr-Dairy herd development

which payment is

requested

onducted 20 training sessions
or small businesses

Showing 1 to 4 of 4 entries Filter all columns:

[save

Indicate Payment Amounts

FAS Home | USDA.gov | USA.gov | White House | EQIA | Accesaibility Statement | Privacy Policy | Non-Discrimination Statemaent

Figure 4 - PVO User Enters Payment Details.

PVO User Submits the Payment Request to FAD

The PVO user then clicks the Submit to FAD button on the Payment Summary page to submit the
payment request to FAD, as shown in Figure
5.

@) PVO Payment Request Sur

<~ C #®H 2 https//fais-dev.feisystems.com

v FaymRIN Iype | Casiimeliiivurs el i
Payment Status |In Progress
Payment Ttle |Tasks a.candd
voice Raised Date |9/17/2011
ntial Subme Date

Payment Description

PP Owner PPUser1Dir1 FAS

FAD Owner fad_accts FAS

PVO Payment Details

= Requested Approved Paid e =
Administration 2500.00 See budget attachment for line items included
FFPr-Conduct economic chent $000.00 See attached budget
assessment = bt '
FFPr-Dairy herd development 3200.00 S:;gx::i 20 training sessions for small
Showing 1 to 3 of 3 entries Filter all columns: ||
Workflow History

Actions are in the l s oz uid i " oo <

SUMMARY TAB
Showing O to 0 of 0 entries Filter all columns:

| Workflow Actions

.
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Figure 5 - PVO User Submits the Payment Request to FAD.

2.1.2. WFP User Interface

Create New WFP Payment Request
If the PP user is recognized by the system as a WFP user, the screen shown in Figure 6 is displayed.
e Organization Name: The organization to which the WFP user belongs is populated by the FAIS

application (in this case, World Food Programme).
e Payment Type: In case of WFP, only Cash Reimbursement is availavle.

e Payment Status: Since the payment is being created or edited by the WFP user, a status of “In
Progress” is assigned to the payment request.

e Payment Title: The user assigns a title (name) to the request.

¢ Invoice Raised Date: The date when the invoice was created.

e Payment Description: The PP user may enter a request description.

e PP Owner: The userid who creates the report is populated by the FAIS application.

e FAD Owner: The PP user selected the FAD Accounts person to handle this payment request.

() WFP Payment Request Sur

« > C 3 https://fais-dev.feisystems.com ! § w N
Nﬂf; WFP Payment Request Summary =

© Organization
WFP_Organizationt

o Type: Cash Reimbursement

© Status: In Progress

© Title: Payment as of Date
mavadlyyyy

INSTRUCTIONS ?

Edit WFP Payment

Basic Information

Edit WFP Payment Detail Attachments

© Agreement s

°

°

Data Navigation

WFP Payment Summary
WFP Payment History

Organization Name
Payment Type

Payment Status

WFP_Organization1

Cash Reimbursement

In Progress

Payment Title Payment as of Date mm/ddlyyyy
Invoice Raised Date | 9/17/2011
Intial Subme Date
Payment Description
| SelectFAD person to process payment
PP Owner WFP10rg1Dir1 FAS

FAD Owner

- Amt(s) Ref. »

No data available in table

Showing O to 0 of 0 entries Filter all columns: ||

Workflow History

User Date Status _ Comments : -

Figure 6 - Create New WFP Payment Request.
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Edit WFP Payment Details

When the PP user saves the payment request initiation page shown in Figure 6, the WFP user is
presented with the screen shown in Figure 7 below. In this screen, the user is presented with a list of all
WEP active agreements.

e The user selects the agreements to which this request applies by marking the checkboxes for
these agreements.

e The user enters the amount requested for each agreement in the Requested Amt ($) field.

e The user may enter a comment for any selected entry.

e The user saves the payment details by clicking the Save button.

() Edit WFP Payment Request

<« C M O https//fais-dev.feisystems.com/qa

USDA United States Department of Agriculture
=== Food Aild Information System
| QA)

l:m You are here : Home > Agreement > Payment > Edit WFP Payment Request Detail Welcome wiploraldirl [ Log Off ]

ﬂlf:‘:z Edit WFP Payment Request Details
Organization
WFP_Organization1
Type: Cash Reimbursement

Mekes e e i ' °°"‘""e““‘“'e5"eﬁ
Title: Payment as of Date Summary Edit WFP Payment Edit WFP Payment Detail Attac!
mmiddlyyyy

Agreement 8
Data Navigation

o WFP Payment Summary
o WFP Payment History

INSTRUCTIONS

WFP Payment Details

FCC-638- see attachment
2011/245-00

FCC-112- see attachment
2011/246-00 81045.00

Indicate the ! wing 1 to 2 of 2 entrids Filter all columns:
agreementsfor |, ]
which paymentis |
requested

Indicate Payment Amounts

EAS Home | WEDAgov | USAgov | White House | EFQLa | | | Privecy Policy | HNon-D

Figure 7 - WFP User Enters Payment Details.

WFP User Submits the Payment Request to FAD

The WFP user then clicks the Submit to FAD button on the Payment Summary page to submit the
payment request to FAD, as shown in Figure
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() PVO Payment Request Sur

4= C M A nhtps//fais-dev.feisystems.com t t/PV t o X
-y ey FayRIC IypE | Cas i RETOUIS eI

Payment Status |In Pr.

Payment Ttle [ Tasks
voice Raised Date |9/17/2011

ntal Subme Date

Payment Description

PP Owner | PPUser1Dir1 FAS

FAD Owner | fad_accts FAS

PVO Payment Details
ted Paid
Activity Comments
Ame($) Amt($) Amt($)
Administration 2500.00 See budget attachment for line items included
FFPr-Conduct economic client £000.00 See attached budget
assessment
FFPr-Dairy herd development 3200.00 Sonaucted 20 tralning Seastons for eniee
Showing 1 to 3 of 3 entries Filter all columns: ||
Workflow History
ACtIOnS arein the ] User Date Action Status Comments
SUMMARY TAB No data available in table
=l Showing 0 to 0 of 0 entries Filter all columns:

Workflow Actions
~
" ’

Figure 8 - WFP User Submits the Payment Request to FAD.

2.2. Payment History

2.2.1. PVO Payment History
At any moment, a PVO user may look at a payment history that shows:

e Activity: This column displays the list of agreement activities for which a payment has been
requested to date.

o Agreement Approved Amt: For each activity, this column displays the total approved cash
payment amounts in the agreement.

e Payment # - Submit Date: For each activity, this column displays the payment number which
included a payment for this activity, and the date this payment request has been submitted.

o Total Requested (S): For each activity, this column displays the requested amount.

e Total Paid (S): For each activity, this column displays the paid amount.

e Total Balance ($): For each activity, this column displays the balance for this activity. The
balance is calculated as the approved amount minus the paid amount.

The PVO payment history screen is shown in Figure 9.
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() PVO Payment Request Sur + / (2) PVO Payment Request Hist

C M @& https;//fais-dev.feisystems.com/qa/Fais.Web

o ID:42

Type:

Figure 9 -

2.2.2.

© Organization:
PVO_

USDA United States Department of Agriculture Linking U.S. Agriculture @
-:/_’_— Food Aid Information System N 4 =

(QA) T World
Home ; Proposal ; Anree'nent'g Procurement ; Reports ;| Administration ; About FAIS |

You are here : Home > Agreement > Payment > PVO Payment Request History Welcome fad accts [ Log Off ]

PVO Payment Request History

Organization1 INSTRUCTIONS

Cash Reimbursement

Status: Paid N .
T vt re > Basic Information

Agreement # FCC-171-
2011/191-00 Agreement# |FCC-171-2011/191-00
Data Navigation Total Interest Earned(Cash S)

o PVO Payment Summary Total Interest Earned(Monetization $)
o PVO Payment History

Agreement Total Approved Amount(Cash $) |4767.50

Y it Total Total Balance
Approved Amt Date Requested (§) | 1021 Paid ($) ()

ITSH 42-09/07/2011 100.00 1.00
ITSH 1.00 100.00 0.00 1.00
Administration 42-09/07/2011 100.00 2.50
Administration 2.50 100.00 0.00 2.50
FFPr-Establish agro-enterprise clusters 42-09/07/2011 100.00 100.00 1900.00
FFPr-Establish agro-enterprise clusters 43-09/07/2011 500.00 200.00 1700.00

FFPr-Establish agro-enterprise 2000.00 600.00 300.00 1700.00
clusters

Total 2003.50 800.00 300.00 1703.50

EAS Home | USDA.gov | USA.gov | White House | EOQIA | ibility Statement | Privacy Policy | Non-Discrimination Statement

PVO Payment History Screen.

WFP Payment History

At any moment, a WFP user may look at a payment history that shows:

Agreement #: This column displays the list of active agreements for which a payment has been
requested to date.

Agreement Approved Amt: For each agreement, this column displays the agreement cash
amount.

Payment # - Submit Date: For each agreement, this column displays the payment number
which included a payment for this agreement, and the date this payment request has been
submitted.

Total Requested (S): For each agreement, this column displays the requested amount.
Total Paid (S): For each agreement, this column displays the paid amount.

Total Balance ($): For each agreement, this column displays the balance for this agreement.
The balance is calculated as the approved amount minus the paid amount.

The WFP payment history screen is shown in Figure 10.
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(©) WFP Payment Request Suni « / (©) WFP Payment Request Hist

C M @& https//fais-dev.feisystems.com/

USDA United States Department of Agriculture
=—=8 Food Aid Information System
(QA)

Alerts
o ID:12

Linking U.S. Agriculture (T22)

T World

Home : Proposal : Agreement | Procurement ;| Reports ;| Administration ;: About FAIS |

m You are here : Home > Agreement > Payment > WFP Payment Request History Welcome fad accts [ Log Off ]

WFP Payment Request History

e o] INSTRUCTIONS
Type: Cash Reimbursement
Status: Paid

#-

Title: swarna testing i
s o FCC-638-2011/245-00
2011/246-00 FCC-638-2011/245-00
Data Navigation FCC-638-2011/245-00
© WFP Payment Summary FCC-638-2011/245-00
SRWEE ayment Histony FCC-638-2011/245-00 219433.46
FCC-112-2011/246-00
FCC-112-2011/246-00
FCC-112-2011/246-00
FCC-112-2011/246-00 68633279.64
Total 68852713.10

FAS Home | USDA.gov | USA.gov | White House

12-08/24/2011
13-08/24/2011
14-08/24/2011
34-09/06/2011

12-08/24/2011

13-08/24/2011
34-09/06/2011

bility Statement

lwljfl‘ ﬁ) T nﬁ'm(ﬁ W(‘) z
100.00 80.00 219353.46
400.00 100.00 219253.46
700.00 219253.46

5.00 219253.46
1205.00 180.00 219253.46
100.00 68633279.64
400.00 68633279.64
5.00 68633279.64
505.00 0.00 68633279.64
1710.00 180.00 68852533.10

Privacy Policy | Non-Discrimination Statement

Figure 10 - WFP Payment History Screen.
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